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| -90-00 PURPCSE

This chapter sets forth policy and instructions concerning the
cl earance of separating or transferring enployees.

| -90-10 DEFI NI TI ONS

For purposes of this Chapter, the followi ng definitions apply:
Accountable Property - Al personal and real property which is
made subject to accountability by appropriate authority. Such
property includes that capitalized in the fiscal records of the

Department and usually all personal property for which
quantitative record control is required to be maintained.
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;gminigtggf,j,gg officer - An enployee whose primary activity
consists of providing staff, auxiliary, or admnistrative
services for an organizational unit.

Custodial Officer = An enpl oyee designated by an organization to
be responsible for the custody of its personal property.

Debt ~ An anount of money, property and/or advanced |eave owed to
the Departnent.

Finance O fice = The office responsible for providi ng accounting
services to the departing enployee's organization.

galary Ofset = A procedure by which \oayroll my collect
outstanding enpl oyee debt from an enployee's salary.

Separating Emplovee - An enpl oge_e or officer (includi n? a
Conmm ssioned O ficer of the Public Health Service) who [eaves the

enpl oyment of the Federal Government.

ﬁg%icinﬁ Personnel Office (8P0) - The personnel O fice that
andles the processing of personnel actions for the departing

enpl oyee, and which is responsible for maintaining the enployee's
Ofticial Personnel Folder.

gransferring Employee An enpl oyee who transfers to another
Federal agency, or from one HHS conponent to another HHS
conponent (i.e., from the jurisdiction of one HHS supervisory
position to another).

J-90-20  RESPONSIBILITY FOR DEVELOPI NG AND MAI NTAI NI NG CLEARANCE
PROCEDURES

A The following officials are responsible for the devel opment
and frrfa_l ntenance of clearance procedures within their agency
or offices:

1. The Executive Oficer or designee in each Operating
Division (OPDIV) for the oPDIV's headquarters enployees
and its field enployees not under the jurisdiction of
the Regional Finance Ofices.

2. The Regional Director or designee in Regional Ofices
for all enployees under the jurisdiction of the
Regi onal Finance O fices.

3. The Assistant Secretary for Mnagenment and Budget or
designee for Ofice of the Secretary (OS) headquarters
enpl oyees.
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B.

C.

4. The Inspector Ceneral oxr designee for the Ofice of the
I nspector Ceneral (O G enployees.

Oficials listed in "A" above, in conjunction with their
respective Finance Ofice, shall review the operation and
ef fectiveness of the clearance procedures within their
respective agency or office at |east once every three years
and shall take 1mmediate action to correct any deficiencies
in the procedures.

Oficials listed in "a" above shall ensure that supervisors
receive appropriate training and shall issue an annual

rem nder notice to supervisors of their responsibilities
pertaining to the clearance procedures.

| - 90- 30 POLI CY

A

For each separating or transferring enployee, the enployee's
i mmedi ate supervisor, wth assistance from the organiza-
tion's admnistrative officer, is responsible for the

fol | ow ng:

1. Immediately notifying the SPO when the supervisor
l earns of an inpending enployee separation or transfer:
preparing SF 52, Request for Personnel Action, and
submitting it to the SPOin a tinely manner.

2. Preparing Form BBS-419, Cearance of Personnel for
Separation or Transfer, Part A (items |-7) and Part B
(items 8-14) in accordance with Exhibit 1-90-A and

| Ning appropriate’ I'tem 14 in Part B
(G her Clearances) may be used to enter additional
cl earance requirements. (See Exhibit 1-90-B for
instructions.)

For locations which are distant from the clearance
offices, the supervisor has the option to conplete the
ap[)ro riate itens on the Form BBS-419 through a

tel ephone exit interview with the appropriate clearance
officials. Telephone clearances nust be annotated on
this formwith the name of the official contacted,
status of each item and date of clearance.

3. Ensuring that issues of en&sl oKee i ndebt edness to the
Department are resolved and that actions taken are
noted on Form BBS-419. (Reference: Debt Collection
Act of 1982 as inplemented by 45 CFR Part 30. Also see
Departmental Accounting Mnual Chapters 10-30 and
10-41 and HHS Personnel Mnual Instruction 550-g.)
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a. e at from the Federal

(1) If the enployee is separating from the
Federal Governnent, all outstanding
i ndebt edness nust be repaid before
separation.  Agreements for repaynent
after separation are not acceptable.

(2) |If the enployee has an outstanding debt that
is unresolved at the tine of separation, the
supervisor is responsible for ensuring that
the enployee's final tinmecard is not sent to
payrol | through the normal process. The
supervisor wll send the timecard and an
expl anatory nenorandum to pa roII through t he
payrol | |iaison. Payroll wi t hhol d™ t he
amount of the debt fromthe flnal sal ary
paynent and the |unp-sum annual |eave
pa rrent If necessary, payroll wll take

aﬂ)ropriate actirons permitted under the
Debt ection Act and other authorities as
required, including a request to the Ofice
of Personnel Management (OPM to withhold the
appropriate anmount when the enployee seeks to
w thdraw retirement nonies. (Procedures for
collecting debt from Comm ssioned Oficers
are contained in the PHS Commi ssioned Corps
Manual . )

(3) If indebtedness is discovered after
subm ssionof the final tinecard, the
supervisor nmust inmmediately request the
payroll liaison to arrange for wthholding
from the final salary payment, |unp-sum
annual |eave paynment and retirenent benefits.
(Procedures for collecting debt from
Commi ssioned Officers are contained in the
PHS Commi ssioned Corps Manual.)

(4) If the indebtedness is later cleared by the
enmpl oyee, the supervisor should inform the
payrol| liaison so that the enployee can be
pald any arounts withheld.

b. Pransferring to another HHS component.

(1) If the enployee is transferring to another
HHS co onent and has an outstandi n% debt,
the enployee may elect to pay off e debt in
full prior to transfer, pay the debt in
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(2)

installments, or have payroll autonmatically
deduct payments from his/her salary.

Enpl oyees nust sign an agreement in the case
of installment paynents ?see Exhibit 1-90-C
for sanple agreenent). f an installment
a?reemant or salary offset is already in
effect, the enployee may continue repaynent
through this mechanism until the debt is
sati sfi ed.

If the enployee has an outstanding debt that
is unresolved under b(1l) above at the time of
transfer, the supervisor will notify the
payroll liaison and request initiation of
salary offset (see HHS Personnel Mnual
Instruction 550-9).

|f indebtedness is discovered after the

"enpl oyee has transferred, the SPO will inform
the enployee's new SPO and request assistance
"in obtaining resolution from the enployee

(see HHS Personnel Manual Instruction 550-Q).
If full paynment or a signed agreement for
install ment payments is not received within
60 days, salary offset is to be initiated.

C. Transferring to another Federal Auencyv.

(1)

If the enployee is transferring to another
Federal Agency and has an outstanding debt,
the enployee may elect to pay off the debt in
full prior to transfer, pay the debt in
installments, or if salary offset is' already
in effect, continue repayment through salary
offset at the new agency until the debt is
satisfied. Enployees nmust sign an agreement
in the case of installment paynents. (See
Exhibit 1-90-C for sanple agreenent.) To
either initiate or continue salary offset,
payrol | conputes the status of enployee

I ndebt edness as of the effective date of
transfer, and provides this information to
the spo., The SpPO wll then request the new
agency to initiate or continue salary offset
until the debt is satisfied.

If the enployee has an outstanding debt that
I's unresolved under ¢(1) above at the tinme of
transfer, the supervisor will notify the
payroll [liaison and request initiation of
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salary of f set (see HHS Personnel Manual
Instruction 550-9).

(3) If indebtedness is discovered after the
enpl oyee has transferred, the sPoO wll inform
the enployee's new agency and request
assistance in obtaining resolution from
the enpl oyee (see HHS Personnel Manual
I nstruction 550-9?. If full paynment or a
signed agreenent for installnent payments is
not received within 60 days, the SPO w ||
request salary offset.

4. Ensuring that the enployee has satisfactorily accounted
for accountable property, funds, forms, and records.

a.

If the enployee's responsibilities include
accountability for property at an installation or
accountability for funds, appropriate arrangements
must be made to verify the accuracy of records
and/or accounts and to transfer responsibility to
a successor in accordance with HHS Materiel
Management Manual Part 103-27.5015.

| ssues regarding property provided to enployees
with disabilities as a reasonable accommodation
and the possibility of its transfer to another

art of HHS or another Federal agency should be
andled in accordance with HHS Materiel Mnagenent
Manual Parts 103-43.1 and 103-43.3.

If accountable property, funds, forns and records
are not returned or proper clearances not
obtained, the supervisor is responsible for
ensuring that issues of enployee indebtedness to
the Departnent are resolved and that actions taken
are noted on Form HHS-419.

(1) For enployees separating from the Federal
Government, see 1-90-30A.3a.

(2) For enployees transferring to another HHS
conponent, see 1-90-30A.3b.

(3) For enployees transferring to another Federal
agency, See 1-90-30A.3c.

When deductions for mssing property have been
made from an enployee's final salary payment,
| ump-sum | eave paynment and/or retirenent account,
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10.

and the mssing property is later returned, the
former enployee is entitled to repaynent for any
amounts deducted. The supervisor, Wth assistance
from the admnistrative officer, should instruct
the former employeeto submt a claim for

repaynment in witing to the Finance Ofice stating
name, current address and reason for claim and
speci fying the amount due.

Ensuring the return of all identification and building
passes and keys.

Ensuring that the Personnel Security Representative is
notified whenever an enployee in a sensitive position
who has a security clearance for access to Top Secret,
Secret, or Confidential information is separating or

transferring. . The enployee nust be debriefed and the
security clearance nust be w thdrawn.

Ensuring that appropriate neasures are taken to cancel
access to HHS ADP systems, databases, networks (I ocal
and wide area), data centers, etc. Al enployee ADP
related identification codes, conputer passwords and
account numbers will be changed or deleted on all
systems, networks, etc., prior to or simultaneous wth
the transfer or separation of the enployee.

(Reference: The Conputer Security Act of 1987, PL 100~
235 and oMB Circular A-130 Appendix 111, Security of
Federal Automated Information Systenms (AIS). Also see
HHS AIs Security Program Handbook.)

Follow ng the conpletion of the clearance processing
and satisfactory resolution of any issues, obtaining
the enployee's signature and date in item 15 of the
Form HHS-4109. (I'f the enployee is unable or refuses to
sign, the supervisor will note this in item 15.) The
supervisor will then sign and date item 16 of the Form
HHS- 419 certifying that all required clearances have
been obt ai ned.

| ssuing a copy of the conpleted Form HHS-419 to the
empl oyee, forwarding an information copy to the SPQ
and returning the conpleted original to the

admni strative officer for retention. The Form HHS-419
wll be retained for one year or for one year after any
i ndebt edness is recovered, whichever is |onger.

Ensuring that all communication with enployees wth
disabilities is conveyed in a nedium that is understood
by the enpl oyees.
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B. Enpl oyees are responsible for the follow ng:

1. Notifying their supervisor of plans to separate or
transfer at least two (2) weeks in advance of the
schedul ed date.

2. Resolving any issues of 'indebtedness before separation
or transter and working with the supervisor to ensure
that proper clearances are obtained.

3. Returning all accountable property, forms, records and
otfrf]er Government property to the appropriate clearance
office.

4.  Conpleting and returning all required forms.

5. Signing and dating the certification block in item 15
of the Form BBS-419 which attests that the enployee has
no unresolved indebtedness with the Departnent or
Governnent property in his/her possession.

6. Informng managenent if witten or oral conmmunication
needs to be presented in alternate formats to
accommodate an enployee's disability.

1-90-40 MINIMUM REQUIREMENTS OF CLEARANCE PROCEDURES

A Each clearance procedure devel oped under 1-90-20 shall
assign to supervisors, wth assistance from the appropriate
admnistrative officer within the organization, the
res,aon5| bility for coordinating the clearance of all
enpl oyees who separate or transfer from the organizational
unit.” Additionally, the organizational wunit responsible for
_egcht.pfartd of the clearance process nust bhe clearly
i dentified.

B. The procedures shall include the policy in [I-90-30.

C. The procedures shall place responsibility for followup
action to resolve an%/ out st andi n[q I ssue and/or to collect
any outstanding indebtedness followng the separation or
transfer of an enployee.
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J-90-50 ITEMS FOR WHICH CLEARANCE XS REQUIRED

Clearance is required for all funds and rtJ)roperty, i ncl udi ng
personal custody, custodial, and accountable advances made to the
enpl oyee, and accountable and controlled forms, files and records
issued to the enployee.

| - 90-60 CLEARANCE FORM

Cl earance of separating and transferring enployees will be
secured through the use of Form HHS-419, C earance of Personnel
for Separation or Transfer (see Exhibit 1-90-A). An OPDIV or
Region with a simlar form that neets all the requirenents of
this chapter may use such alternative form Previous versions of
this form are no longer authorized for use.

1-90-70 SUPPLY oF FORMS

Form HHS-419, Cearance of Personnel for Separation or Transfer,
may be obtained through nornmal requisitioning channels. Public
Heal th Service activities should obtain their supply of forms in
accordance with the information contained in the PHS Forms

Cat al og.
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GUI DELI NESFORCOWPI XTI NGFORVHHS- 419

Detailed procedures and ingtructions for completing Form HHS-419 are contained in Generd
Adminigrative Manud (GAM) Chapter 1-90 and Exhibit 1-90-B.

The employee's supervisor (assisted by the administrative officer) is responsible for obtaining
gppropriate clearances for employees separating or transferring from their units, and will initiate
Form HHS419 by filling in Pat A, items 1-7, when informed about the pending separation or
transfer of an employee. When physically possible, the Form HHS-419 will be hand-carried to
those officials from whom clearance is mecessary. For locations which are distant from the
clearance offices, the supervisor may obtain telephone clearances when deemed appropriate.
Teephone clearances must be annofated with the name of the officia contacted, status of each
item, and date of clearance.

The clearance officids who are responsible for the items listed in Part B, items S-14, shdl

secure, when applicable, the return of issued items and forms, check and initia the clearance
action they take. They will describe On a separate continuation sheet items for which clearance
is not granted dong with recommendations for immediate actions. (Continuation sheet(s) must
be attached to Form XHS-419).

If tlheabelmpl oyee isindebted to the Department, the supervisor shdl take the following actions as
applicable;

8. Arrange for seitlement/resolution of the employee's indebtedness to the Department
prior to separation or transfer.

b. If the employee is separating from the Department and has not repaid higher
indebtedness prior to separation, s.e  GAM 1.90-30A.3a for required procedures.

C. If the employee is transferring within HI-I1S or to another Federd Agency and has not
resolved his/her indebtedness prior to transfer, see GAM  1-90-30A.3b
and 3c for required procedures.

After dl items in Part B have been cleared or resolved and the employee has signed and dated

the certification block in item 15 (if the employee is unable or refuses to Sgn, the supervisor
will note thisin item 15) and the supervisor has signed and dated the certification block in item
16, a copy of the Form HHS-419 Wwill be provided to the employee.

The completed Form HHS-419 and al continuation sheets shdl be retained in the adminigtretive
officer’s files for one year or for one year after any indebtedness is recovered, whichever is
longer. An information copy will be forwarded to the Servicing Personnd Office,
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INSTRUCTIONS FOR COMPLETION OF FORM HH8-419,
CLEARANCE OF EMPLOYEES FOR SEPARATION OR TRANSFER

PART A | TEMS 1-7 IDENTIFICATION INFORMATION: Enter infornation
on enployee separating or transferring.

PART B, ITEMS 8-14 CLEARANCES: Clearances nust be obtained from
each of the offices below.  The enployee's supervisor wll place
a check mark in the NNA colum if a specific clearance itemis
not applicable. Once cleared, the clearing office will place a
check mark in the "Ceared" colum. |tems” which are not cleared
will be marked with a check mark in the ®Not Cl eared" colum; the
reason for not clearing nust be explained on a separate _
continuation sheet. or any items lost by the enployee, a signed
statenent from the enployee explaining the |oss nmust also be
attached to the Form HHS=-419.

8. SUPERVISOR/ADMINISTRATIVE OFFI CER The enpl oyee's immedi ate
supervisor, wth assistance from the organization's
admnistrative officer, is responsible for ensuring that the

items |isted below are acconplished:

a. ADP security Cancel enpl oyee's access to BBS ADP
systens, databases, networks (local and wde area),
data centers, etc. Al enployee ADP related identifi-
cation codes, conputer passwords and account nunbers
will be changed or deleted on all systens, networks,
etc., prior to or sinultaneous with the transfer or
separation of the enployee. (See GAM 1-90-30A.7.)

b. Advanced Leave, |f annual or sick |eave has been
advanced to an enployee and not earned by the time of
separation or transfer, the enployee is generally
obligated to relpay the advanced |eave. ?See HHS

I nstruction 630-1-30J.)

Personnel Manua

c. Buildina Pass The BBS issued building pass nust be
returned. If the pass was returned I'n advance of

| eaving and a teerorarY pass was issued, the tenporary
pass must be returned to the supervisor.

d. Identification Cards Al government issued identifica-
tion cards such as the FEMA Special Facility Identifi-
cation Card, credentials and badges must be returned.

€. Kevs Al office/desk keys nust be returned to the
enpl oyee' s supervi sor.
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Rotor Vehicle Operator ldentification Card An enployee
who has a Mtor Vehicle Qperator Identification Card
(SF-46) must surrender it when separating or
transferring. (See HHS Personnel Manual Instruction
930-1-100.)

Oficial Files/Records The enployee's supervisor is
responsible for ensuring that all pertinent files and
records in the possession of the enplo ee are returned
and retained by the organization for e periods pre-
scribed in the appropriate records disposal schedul e.

9. FEINANCE It is the responsibility of the cognizant o
organi zation (e.g., finance/accounting office or admnistra-
tive services) to ensure that outstanding enployee i nd%bt ed-

ness

is settled or resolved as follows (Reference:

Col l ection Act of 1982 as inplenented by 45 CFR Part 30):

a.

Accountable Forms Any controlled form such as a
Government Bill of Lading (GBL) or other docunents or
apers, i.e. blank third party draft stock or

vernnent Transportation Requests (GIR). The issuing
office is responsible for ensuring, for those enployees
responsi ble for safeguarding these fornms, that there is
a proper accounting for all forns. (See Depart ment al
Travel Manual Chapter 4-10.)

Credit Cards Any commercial or Government credit card
provided directly to an enployee or obtained by an

enpl oyee through a Government assistance contract for
use| |dn official Governnent business. Types of cards
include:

0 U S Governnent Credit Card

0 Credit card for use while on official Government
travel (currently the Diners Card)

0 Smal | Purchase Credit Card

0 Tel ephone Credit Card

Empl oyees separating or transferring to a different
"CAN"/organization nust turn in all Governnent credit
cards to the issuing office. Credit cards issued in
the enployee's nane wll be destroyed in the presence
of the enployee and the account cancelled by the

I ssuing office. (For locations distant from the

i ssuing office, the supervisor will collect the
card(s), notify the issuing office, and send the
card(s) to the issuing office.)
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c. Em%Lgygg_gmg;ggggx_zgxmgng Funds provided to an
enpl oyee when paynent for hours already worked was not
received by the ‘enpl oyee

HHS Finance Ofices may issue an Enployee Emergency
Paynment to tenporarily replace a salary paynent

i nadvertently not processed, lost, stolen, "etc. The
Finance O fice is responsible for ensurlng t hat
repaynent is acconplished within thirty (30) days of
the date the Emergency Enployee Payment 1s issued

(See Departmental Accounting Mnual Chapters 10-30 and
10-41.)

d. Jurv Fees Jury fees paid to an enployee which
represent other than reinbursenent for comuting
expenses must be collected from the enployee

€. Rel ocation Allowances Allowances paid to an enployee
as a result of relocation from one duty station to
another. Amounts determned to have been overpaid to
enpl oyees nust be repaid. (See Departnental Trave
Manual Appendi x B, Federal Travel -Regulation on
Rel ocation Allowances.)

. Travel Advance Funds provided to enployees, in
advance, to pay for transportation, food, and | odging
costs while on official business away from their nornal
duty station. An outstanding travel advance owed by a
departing enployee, and any outstanding travel vouchers
which the enployee has failed to submt, nust be rfggid
and resol ved ?rlor to the employee's departure. e
Departnental Travel Mnual Chapter 3-20.)

10. PERSONNEL |t is the responsibility of the Servicing

Personnel Ofice (spo) to appropriately review, clear and/or
resolve the items listed below =~ If there is 1ndebtedness

for these itens, the SPO will contact the appropriate office
(e.g., payroll, finance, etc.) if necessary to ascertain the
anmount of the debt and to determne whom the enployee should
contact to resolve the debt. The SPO nust confirm that the

I ndebt edness has been resolved before indicating ®Cleared"

on the Form HHS-419. (See HHS Personnel Manual Instruction

550-9.)

a. Debt Collections Certain enployee debts are tracked by
Payrol |, including:
0 Health Benefits If an enployee continued to

receive health benefits during a period he or she
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was in a non-Ggay status, the SPO must deternne
whet her the vernment was reinbursed for the

health plan premuns for this period.

0 iﬂ.&abuw The sPO nust determine if an
I ndebt edness exists due to a salary overpayment to
an enpl oyee.

Completjon of Emplovment Adreement

Wen BBS has paid the travel and transportation

expenses of an enployee to a new duty station, the

enpl oyee is generally obligated to continue in the

enpl oy of the Federal government for a specified period

of time or to repay the expenses. (See BBS Personnel
Manual Instructions 571-1 and 571-4).

Qther enploynent incentive and/or allowance agreements
may also require repaynment when an enployee separates

prior to conpletion of the agreement (e.g., Physicians
Conparability Allowance or overseas enployee's vacation

| eave travel expenses). 1See BBS Personnéel Manual
Instructions 595-1 or 301-1.)
I S S U a Noti c e

The SPO will ensure that BBS enployees are given
required notices/forms appropriate "to the circunstances
of their leaving (e.g., unenployment conpensation,
thrift savings plan, health benefits, life insurance,
post-enpl oynent restrictions, executive financial
disclosure, etc.). Some fornms may require conpletion
and return by the enployee. Attention should be
directed, in particular, to the follow ng:

0 Al'l separating enployees nust be given a copy of
GAM Exhibit 1-90-D, Post-Enployment Restrictions
Applicable to Former Enployees of the Departnent
of Health and Human Servi ces.

0 Al'l separating enployees nust be given a copy of
SF 8, Notice to Federal Enployee About Unenpl oy-

nment | nsurance.

0 Certain separating enployees covered under the
"Ethics in CGovernnent Act" (5|.e., SES, PHS
Conm ssioned O ficer O7 and above, Schedule C,
Adm nistrative Law Judges, and others as
appropriate) must be grven a copy of sF 278,
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Executive Personnel Financial Disclosure Report.
They are required to conplete and return the
SF 278 within thirty (30) days of separation.

d. Security Cl earance If the enployee is vacating a
sensitive position (Level 2, 3, or 4), the Personnel
Security Representative (PSR) of the organization MUST
be notified. The PSR will need to debrief the enployee
if the enployee has a security clearance (Top Secret,
Secret, or Confidential) and the security clearance
nust be withdrawn. The PSR may al so need to cancel an
ongoi ng investigation. (See BBS Personnel Manual
Instruction 731-1.)

Training in Qutside Institutions Training of nore then
80 hours through a non-CGovernment facility ?eneraII§
obligates an enployee to continue in the éenploy of BBS
for a specified period of tine after conpletion of the
training or to rep'% certain training expenses. (See
Federal ~Personnel nual Chapter 410.)

11.  CUSTODI AL OFFI CER = BBS- Omned Equipment
Enpl oyees issued typewiters, dictating/transcribing
machi nes, laptop conputers, or other itens of BBS property
must return this equipment to the custodial officer. (See
GAM 1-90-3OA040)

12.  LIBRARY Departin% enpl oyees nmust return all books,
materials, etc. Dborrowed from the Ilibrary.

13. PARKING PERMT Parking permts listed in the nane of the

departing enployee must be returned to the parking
managenent office.

14, OTHER Enter in items 14a through 14e other clearance
requirements not specified in items 8 through 13.

EMPLOYEE' S CERTIFICATION: Upon conpletion of the clearance
procedures, the enployee shall sign and date the certification
block in item 15 of the FormHHs-419. (If the enployee is unable
or refuses to sign, the supervisor will note this in item 15.)

SUPERVI SOR' S CERTI FI CATION:  Upon conpletion of the clearance
procedures and the enployee certification block in item 15, the
enpl oyee's immediate supérvisor shall sign and date the
certitication block in item 16 of the Form HHS-4109.
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DEPARTMENT OF HEALTH AND HUMAN SERV| CES
SAMPLE INSTALLMENT REPAYMENT AGREEMENT FOR

TRANSFERRI NG EMPLOYEE -~ NOT TO EXCEED ONE YEAR

I _ , «apr aplyyee of the Departnent of
Health and Human Services, (Component Nane) v
acknow edge that as of 19 , | amindebted to

!
the Department in the amount of $ . Jhe debt consists of
. grinci pal ; and accrued |late payment charges of $
I nterest, adm nistrative costs, and $ penal ty.
It arose as a result of nmy failure to repay the Department for

(insert reason)

| hereby certify under penalty of perjury that | am financially
unable to repay the debt in full in a single paynent and request
to be allowed to repay it in installnents instead of having It

offset fromny salary or other funds that may be due nmne.

TERMS OF THE REPAYMENT AGREEMENT

Repaynment of $ (existing principal and all accrued to
date late payment charges) with financing interest of ___ percent
(Private Consuner Rate in effect on date of agreement) in
equal payments of Fayable on the dates listed below.
Financing interest over the length of the agreement wll anount

to §
PAYMENT DUE DATES:

- - - -
|
(o]

(OTHER SIDE 1S To BE COVPLETED)
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Paynments nmust be nade out to the Department of Health and Human
Services and be received b)(] the Finance Ofice at the address
noted below on or before the ?ayment due date. Failure to pay
any paynent on time will result in this repayment agreenment being
declared in default. Wthout further notice, any anount owed at
the time of default will be referred to ?/our then current Agency
for offset against your salary or other funds due to you.

DEPARTMENT OF HEALTH AND HUMAN SERVI CES
(Insert mailing address)

| have read the above repaynent agreement and | understand and

agree to its terns and conditions as wtnessed here by ny
signature.

Enpl oyee's Signature Dat e

Current Home Address

CGty, State, Zip Code

mssmomsssama— e ———— e s m TS ST

FI NANCE OFFI CE APPROVAL:

| hereby approve the repayment of the above cited debt by
instal | ments.

Approving Oficial's Signature Dat e

(I'nsert name and title of approving official)

(I'nsert location of approving official)
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POST-EMPLOYMENT RESTRICTIONS APPL| CABLE TO FORMER
EMPLOYEES OF THE DEPARTMENT OF HEALTH AND HUMAN SERVI CES
WHO TERM NATE ON OR BEFORE DECEMBER 31, 1990

| Restrictions Applicable to ALL For ner Emplovees

Al former enployees are barred from ever representing another to
the Federal governnent on any particular matter involving
specific parties which they were personally and substantially
involved In while a governnent enployee. (18 U S.C. Section
207(a)). Also, there is a two-year prohibition on representation
on any such matter which was pending under the former enpl oyee's
officiial responsibility during his or her final year of
governnent service. .§Sect|on_207(b_)(|)). The ferm "particul ar
matter involving specitic parties" includes matters such as
grants, contracts, applications, lawsuits, and other matters in
whi ch specific named parties are or were involved. It does not
include policy matters such as redgul ations which have general
applicability to the outside world.

1. Restrictions Applicable ONLY to0 Fornmer "Seni or Emplovees"

In addition to the above restrictions, the Department's
agerom mately 335 "Senior Errﬂl oyees" listed at 5 CFR Section
737.33 are also subject to the so-called "cooling off"™ period.
inposed by 18 U S.C. Section 207(c). For one year after |eaving
governnent, a fornmer senior enployee my not represent another
person or himself in attenpting to influence his/her forner
agency on anymatter (new or old) which is pending before, or of
substantial interest to, his/her fornmer agency. However, under
Section 207(d)(2) fornmer senior enployees whose principal
occupation or enployment is wth (1) a state and |ocal

governnent, or agency or instrumentality thereof, (%) an
accredited, degree granting institution of higher education, or
3) a hospital or nedical research organization defined under
ection 501(c)(3) of the Internal Revenue Code are exenpted from
the restrictions of Section 207(c). A second special prohibition
in Section 207(b)(ii) provides that for two years after |eaving
government, a former senior enployee may not aid or assist in,
representation of a party by personal presence on any matter in
which he or she was personally and substantially involved.

Pl ease contact your Deputy Ethics Counselor or the Department's

Desi gnated Agency Ethics Oficial at (202) 245-7258 for nore
i nformati on.

July 1990
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POST-EMPLOYMENT RESTRI CTI ONS APPLI CABLE TO FORMVER
EMPLOYEES OF THE DEPARTMENT OF HEALTH AND HUMAN SERVI CES
VWHO TERM NATE ON OR AFTER JANUARY 1, 1991

| Restri'ctions Applicable to ALl Forner Employvees

Al former enployees are barred from ever representing another to
the Federal governnent on any particular matter involving
specific parties which they were personally and substantially
involved 1n while a governnent enployee. (18 U S C. Section
207(a)(1)). Aso, there is a two-year prohibition on
representation on an?/ such matter which was pending under the
former enpl oyee's official responsibility during his or her final
year of governnent service. (Section 207(a)(2)). The term
“particular matter involving s?ecific parties" includes matters
such as grants, contracts, applications, lawsuits, and other
matters in which specific named parties are or were involved. | 't
does not include policy matters such as regulations which have
general applicability to the outside world. There are additional
restrictions on enployees who were involved in trade or treaty
negoti ati ons. (Section 207(b)).

| X. Restrictions Applicable ONLY to Forner "Senior Emplovees"

In addition to the above restrictions, the Departnent's
approximately 335 "Senior Enployees" (i.e., all EL II-V's,
everyone paid at a GS-17 or above, and all o©-7's and above) are
al so subject to the so-called "cooling off" period inposed by 18
U S C Section 207(c). For one year after |eaving government, a
forner senior enployee may not represent another person in
attenpting to influence his/her former agency on any matter (new
or old) which is pending before, or of substantial interest to,
his/her fornmer agency. The Secretary is also prohibited from

| obbying anyone in HHS for one year and is further barred from

| obbying Executive Level officials in the executive branch for
one year. (Section 207(d)). However, under Section 207(j)(2)
and (3), the restrictions in Sections 207(c) and (d) do not apply
to enployees whose principal occupation or enploynment is with (1)
a state and local government, or agency or instrumentality
thereof, (2) an accredited, degree granting institution of higher
education, (3) a hospital or nedical research organization
defined under Section 501(c)(3) of the Internal Revenue Code, or
(4) an international organization of which the United States is a
menber. Al enployees subject to the one year bans are also
barred for one‘year from representing, aiding or advising a
foreign government or foreign political party on a matter before
any Federal agency. (Section 207(f)).

Pl ease contact your Deput%/jfEthi cs Counselor or the Department's

Desi gnated Agency Ethics icial at (202) 245-7258 for nore
i nformati on.

July 1990





